OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

This Job Aid shows how to:
e Create a Release Requisition in COMMBUYS

e  Submit the Requisition for approval in COMMBUYS
e Send the Vendor a Release Purchase Order

Of Special Note:

Requisitions are documents used to request goods and services; they are the first document you use to generate a
Purchase Order. This job aid will show how to submit a request for goods and services from Statewide Contract (SWC)
and Department Contracts. Once the requisition is approved a purchase order is generated and can be sent to the
vendor.

Screenshot Directions

Step 1: Launch the COMMBUYS Web site by
i entering the URL
https://www.commbuys.com/bso/ in the
Browser.
—— OPERATIONAL SERVICES DIVISION —— . . .
Enter your login credentials and click the

COMMBUYS is the only official procurement record system for the Commonweaith of Login button on the COMMBUYS home
Massachusetts’ Executive Departments, COMMBUYS offers free internet-based access page.

to all public procurement information posted here in order to promote transparency,
increase competition, and achieve best value for Massachusetts taxpayers.

COMMBUYS INFORMATION: For more information on COMMBUYS please visit us at
COMMBUYS. If you have any questions or concerns contact the COMMBUYS Help
Desk at COMMEUYS@state ma us or fing us during normal business hours (BAM - 5PM
Monday - Friday) at 1-888-827-8283 or 817-720-3197.

aa=m Reqister
Register here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to registering.
= Complete Registration
Complete registration here to begin using COMMBUYS.
Vendors, please read this disclaimer prior to completing registration

== Open Bids
Browse open bid opportunities,
a= Active Contracts
Browse active Contracts/Blankets.
LI Contract & Bid Search
Search for Bids and active Contracts/Blankets.
G Registered Vendor Search
Search for registered vendors.
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)
Screenshot Directions

Step 2: Upon successful Login, if you have
multiple roles in COMMBUYS, select the

PO LTC Ol Inquiry  Vendor Administrator Basic Purchasing or Department Access
= role on the upper right side of the page, if not
September 1,20151:3432PMCDT QL. @ ul 7 @ iIm = [> already selected.
el n v Daae Step 3: From the Navigation Bar, select
Requisitions New Documents > Requisitions > New
Home - Bids In Progress
POs Ready for Approval
News(1) | DJ:ZSFES Ready for Purchasing
B (nvoice Purchaser Assigned
Quotes Gone to PO
Gone to Bid
Returned
Canceled
Backorder
Ready for Issue
Partial Issue
Complete Issue
G2B Shopping
New Requisition Step 4: The General tab for the requisition
, opens. On the left side of the screen,
General | Items Address Accounting Routing Attachments Notes Reminders Summary Complete the fO”OWing fields:
e Department: defaults from user profile.
Recuison Hurrer May be changed, using the dropdown if
S R e (e other departments are available to user.
Location® : e Location: defaults from user profile.
z:"“‘jpe —— L May be ch_anged, using the dropdown if
Invoice Miethod he other locations are available to user.
RPA Release . .
Reauestr Inventory e Required by Date: optional
- pennire e Requisition Type: Open Market
Esimass s ‘Roleaso e Requester: user that created the
st Y requisition; this field cannot be edited
e e Contact: contact for this requisition; can
be changed

e Estimated Cost: calculated by
COMMBUYS; not editable by user

e Special Instructions: Open field to enter
in specific instruction.
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot Directions

Step 5: The right half of the General tab,
complete the following fields: (*) are required

fields.
e Short Description*: be specific as this
] field can also be used as search criteria to
2016 - locate a requisition — can be used as a
Operatons Services Dision place for your Department doc number
b . si::ral Year: defaults to the current Fiscal
-

e Organization: default value based on
your user profile
(ST z e Solicitation Enabled: select if this

Ol jphe s requisition will convert to a bid (request
Tax Rate v

guotes from Contract vendors)

e Entered Date: defaults to the current date

e Type Code: select the most appropriate

ConicameT) option from the drop down list

e Purchaser: defaults to users’ name; use
the dropdown to select a different
purchaser

e Contact Phone: defaults to user’s profile
value; can be updated as needed

o Tax Rate: N/A for Commonwealth, leave
blank.

Click the Save & Continue button to save the
information entered on the General tab.

Release Requisition RQ-16-1080-0SD01-OSDEP-00000025752 Step 6: To add items to the requisition, click
on the Items tab.

Generm‘lms|\/?nuvs Address  Accounting  Routing  Attachments  Notes  Reminders  Summary

[ v pos e Click the Search Items button to begin the

process of adding contract goods or services
to the requisition.

There are no items. Please click ‘Search ltems’ below to add an item.

Search ltems

Last Revised: 2015-09-03 3 Create a Release Requisition and Purchase Order



OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot Directions

Release Requisition RQ-16-1080-0SD01-OSDEP-00000025752 - Search Items Step 7: The item lookup or Search Items
R __ page opens. Input the search criteria and
‘ click Find It.
Ad i Search =
Soarch sing: [ ALL o the i+ Or click plus (+) sign next to Advanced
s K peciptn Search to open more search fields.
Catalog g [ .
T —— : Enter search criteria and click Find It to reveal
zn'::n:dsl:.:l::‘ Q Cooperative Purchasing SearCh reSUItS
Favorites
ResultType: |0 2 Show Orderable Only
Find It ] Clear
| AddtoReq & Exit || Cancel & Exit
Release Results Step 8: The search results display showing
[ uss | unit cost, UOM, vendor, etc. for each item.
Seanch By: ;
e Select | Quantey | Minmum e Tuna | uoM | vendor Name Check the Select box of the desired item.
. sgim Orce Description Cost : e .
Quantity Enter a number in the quantity field and click
Aoy nate — s e o et i e |24 the Add to Req & Exit button located at the
B —— bottom of the page.
[p® Goreich Farma (1) EA-
* Mathematica Pusicy (1 Balcomt e, medu, back ik $10 | gL | Office Eentiol
i — : The search process is the same for a service,
S : Bulpone o, .t ik 30 | e e although some SWC & Departmental
= P Contracts will have conversion vendor under
L] (Bafpen et e Black i nas m e Evtentisly
vendor name.
[ Rsbartall et fiRH Pem 8 By
Ieebtroctaens b bediier - Fubes 1) Cabendar Frule Tyme |
(] A addtanal ppportuedy (s sespond may be cesed | 3000 Gl F g
By
[ - R Wbmi-mﬂwh{th? .____ ._ .
I Add to Req & Exit I Cancel & Exit I
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot Directions

Step 9: The Items tab refreshes with the

Release Requisition 1400176 . e
g pe——— e meeees selected items added to the requisition.
Vendors Address Accounting  Notes
S by o o Segmince = Sod Donoredeg. fi3 You can click on the item # (number) (left
[kem| Links Print Py side of page) to view additional details
. Sequence o antity | Minimum | Catalog Price/
o‘szw LK Cout NOTE: The master blanket number of the
i et = sellec_ted item(s) is located also included.
L | Vet o i s SRR /1. W o ™ (this is the COMMBUYS Contract number)
Balipont pees. m‘o‘un Black ink
2 | Master Blanket #/ Une # 0000097 /2 20
240 ooI $1.00
Balipowt pes. fne. blue ink
b3 Mastor Blanket # / Line # 0000007 / ) 30 J——iey T
240 00 0»
I Baligont pees. fne, black ink
4 Mastor Blanket # / Line # 0000097 / 4 40 I
240 IL oei 9

Step 10: ltem detail opens. This is where

P e T ——— you have the option to edit the Description
Vondors  Adwm  Acenuiing ot .
Field.
bl e —— b,
i bt et Note: Important for some contracts where you
Lk Drvrapten Bl i, mfm, s . . . .
" 8 . need to explain item/service detalil
Note: ltems/services with a $0 unit cost can
cunty U st | s oswes | weowwus | W | be edited to enter a correct cost and item
u e M " un] o description. Follow instructions on the Master
S — — e . Blanket in COMMBUYS to obtain item and
onspscom P S pricing data.
Loty EF9 TN e Estondef Angt L0 00
Urdeter Bt L
Ve Paciageq
Saa b Lt Gt S b iy Fal ]
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Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot

Release Requisition 1400176
General  hems [QEEISRY Address Accounting Routig Amachments?) Notes Reminders(f) Summary

' VendorlD | AlternativelD ' VendorName | Preferred Delivery Method
00000028 |Ofice Essentals {Emad

Directions

Step 11: Click the Vendor tab.

The Vendor tab contains information about
the vendor that will receive the purchase order
and deliver the items. This information is auto
populated based on the items/services
selected.

Release Requisition 1400176
General Hems Vendors [ENEIER Accouning Rouing Atachmens)

Address Validation Wamings

® Nem# 1, 2, 3 and 4: No shipto address. Ship-to address “100 - 10055° at header el will b used instead
Ship-to Address
Anne Bell
Oné Congiess Stiwet
11th floor
Beoston, MA 02114
us
Ermail: Enda_banks-grant @accentune com
Phon: (6171999

Save & Continug Apply Shipo to Al

Step 12: Click the Address tab.

The Address tab opens. Displayed here is
the left side of the page where the Ship-to
Address is located.

As long as the ship to address is present at
the header level and all items are going to the
same ship-to address, the ship-to address
does not need to be on each individual
requisition line item.

Release Requisition 1400176

General hems Vendors Address Accounting Rowting [[ETIENNIRG] Notes Reminders(f) Summary
Vendedt)

Q) Cick Add Fibo 12 add e attachments.
b File Amachments

Q) Cick Add Form 1 384 foem attachments

Step 13: Click the Attachments tab. The
Attachments tab displays.

If any files auto-attach: review, keep or delete
as necessary.

Attachments include bid attachments and
required forms/contract documents

Click the Add File button to add a new file.

40 Form Amachments

_ T T Note.: Ad.d Form is not currently a working
function in COMMBUYS
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Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot Directions

() oo e iy e o e e B kg whene aEachmunt epcatory e dapnyed L con b et o B e o ik e o o amer

select a file from your desktop, click the
Browse button. This will search for

documents from your computer. Select the
‘ desired file.
Nme
Besrgton Complete the following fields
” = e Name - required; but will be populated
— ~—' with the selected file name if left blank
et e Description — optional
Lo X Click Save & Continue to add another file or
click Save & Exit when all files have been

Note: Files previously uploaded or added to
the Document Library in COMMBUYS are
available in the Attachment Repository. To
locate and attach from the Repository, click
the Search File button and complete the
advanced search criteria.

For additional information on adding
attachments refer to the job aid How to
Search for and Use Attachments in
COMMBUYS.

_ O Imml Retet I Cones b I added.

Step 15: The Attachment tab redisplays with

Gomernl bwwm Vierubors | Addrems| Accamting | v | (SRR o | Remindenti) | Smmamary a list of attached files.

) vencortn
™ ®You can opt to disallow the vendor to view
Name™ Description Show the attachments by unchecking the Show
Vendor box.
Meating FrmLIocs &
‘aftachment two stachmant two of two ¥

W Chck Add Form 1o add form attschments
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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot

Release Requisition 1400176

e Adidress A Fouting j  Hotes

Creasall Valbdation Warnings

Requisition Mumber: 1400176 Short Description:
Organization: Oiparationsl Seraces Drasion

Department: 00100 - PETS PLUS Location;

Entered Date: 1EFRO1 Reguisition Type:
Requestor: Bluryer Buyer Purchaser:
Contact: Buyer Buywer Contact Phone:
Pcard Enabled: Ha Estimated Cost:
Solicitation Enabled: He b

Invaice Method: Thees Wiy Match

Ship-to Address: Ance Bell Bill-to Address:

us
Emasl hnda banks-QrantEacc enue com
Phone: (6177999

Status: 1R - In Progress

Test Fequisition Status: 1R - In Progress

Directions

Step 16: Click the Summary Tab to view a
summary of the nearly completed requisition.

NOTE: Picture is split for ease of viewing

Other/optional tabs:

e Accounting Tab: Phase Il

e Routing Tab: auto-populated, after
approval, based on approval workflow

e Notes Tab: optional

e Reminders Tab: optional

Accourt Code

Thete s PO e Bccoum

T )

100 - BOS-PP Required By Date: Q1 ABZ0 1
Relenss Type Code:
Buyer Buyer Fiscal Year: 2014
iss5)566-10000E] Alternate ID:
5108 00 Print Format:
Iveritory Liser
211 E. Tth Street
Suite 1900
11 E. Tth Street
Austin, TX T8T01
us
Emad: glores@penscopeholdings com
Phona: 5|2=‘uu-wn'§
e T — p— Step 17: Shown here is the lower part of the
Summary tab that provides a summary of
ey each item on the requisition as well as the
Blanket/Contract &Line & Qty Manarmaarr Order Cuantity Unit Cost | Het Unst Cost . .
Pr—yT Y oo . o actlo_n_lc_)uttons currently available for the
[TYESF Brand I‘eQUISItlon.
Maka Packaging

Submit for Approval

e Cancel Requisition
e Clone Requisition
e Print

Review the Summary page information.
Click the Submit for Approval button to
submit the requisition into workflow for

approval.

NOTE: Picture is split for ease of viewing
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Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot Directions

Progress

0.00% $0 00 7 ;30@

uoM Ovscount % Total Dvscount Amt
EA - Each

Tax Rate Tax Amount Total Cost
S0 00

Model

b avalable for this tem

Rec - Ofice £
Vendor Linda Banks-Grant
1500 Outstanding Way
Sute 5670
Boston, MA 02114

us
Emad hnda banks-grant @accenture com
Phone (617800

Step 18: A popup message displays asking
‘Are you sure you want to submit this
requisition?’

@ Are you sure you want to submit this requisition? Click OK to continue with the submission.

To cancel the submission, click Cancel.

OK ][ Cancel ]

S ———— Step 19: The approval path for the requisition
displays. It provides information about the
“’?,:,"’" R m approval path such as description, dollar
range, user, the approval level and the
"= ety metz e 510009 approval type.
Pt cckContien i coatng seballeg e docamaet o ot Cancet & 1 caucel e documtet sbeiaebe sad o beck e e documeet Click Continue to complete submission.

Step 20: The requisition Summary tab
redisplays. The status has been updated to:
e Status 1RRA — Ready for Approval

Status: 1RRA - Ready for Approval %

Note: For Department Access and some
Basic Purchasing users the process ends
at this step, the submission of the release
requisition into workflow for approval.
This will depend upon your agency /
department purchasing workflow approval
process.
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Job Aid:

How to Create a Release Requisition and Purchase Order (Contract Purchase)

Screenshot Directions

Step 21: Depending on your agency’s

Home - Welcome Back Buyer Buyer COMMBUYSS workflow and your COMMBUYS
[=EZT0) Reast4) Bids(8) PO(1) Approvali0) My Reminders(0) Events(0) user role, once the requisition has been
approved you are able to find the generated
Purchase Order (PO) and send the PO to the
Vendor.

From your Control Center click on the PO
tab.

Step 22: Click on Ready to Send, which is a
sub tab of PO.

e it 58 ] ot Wi it
whapest st (TTT] et g2t .
You will see all the purchase orders you as a

Ptk iy i v s | o | Gebhw | user have in Ready to Send status.
[ G e e e ] N Sariar G e U1 N
Gl A new COMMBUYS number was created for
| the Purchase Order so review the Description
R T— and Vendor name then click on the correct

Purchase Order #.

T ] P 2% The PO opens to the Summary
— Actons tab; review all information for accuracy.

Ogtenis] | @ Sed Emadand ety Vieeder 0 St 10 Printed Stas

——r—— Scroll down to the bottom of the page and

select one of the options:

¢ Send Email and Notify Vendor

e Set to Printed Status (still posts purchase
order on COMMBUY'S but does not send
any vendor emails)

Click Save and Continue to finalize the PO
and place the order.
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